1966 INDEX OF evil 


By Month (page) 
(QQ, Quickie Quiz; BR, Book Review) 


BOSS OF THE YEAR 
1966 International Bess Of The Year, 
6-7 (20) 
1966 International Boss Of The Year 
Luncheon, 9 (22) 


CERTIFIED PROFESSIONAL 
SECRETARY and INSTITUTE FOR 
CERTIFYING SECRETARIES 

Advance or Atrophy? editorial by Dr. 
Donald B. Roark, 10 (C-2) 

A Glimpse at Institute Operations by Dr. 
Robert E. Hoskinson, 4 (13) 

An Honor or an Obligation? by Dr. 
Robert E. Hoskinson, 9 (27) 

Another CPS Examination Is Born by Dr. 
Robert E. Hoskinson, 3 (24) 

Application to Take the Certified Pro- 
fessional Secretary Examination (Form 
Q-S), 9 (39); 10 (31) 

Certified Professional Secretaries—Males 
of the Species, 4 (28) 

Certified Professional Secretary Exam- 
ination, 9 (38); 10 (9) 

CPS Examination Deadlines, 1, 2, 3, 4, 5, 
6-7, 10, 11 (C-3) 

CPS on Trial! by Dr. Donald B. Roark, 
11 (12) 

Cooperation Key to Ideal Examination 
Center by Dr. Robert E. Hoskinson, 
2 G2) 

Does Your Chapter Have PEP by Mrs. 
Marie Lehnert, CPS, 11 (27) 

First Management Dean Elected to Head 
Institute for Certifying Secretaries, 10 
(4) 

Institute Appointments, 9 (8) 

Institute for Certifying Secretaries, 6-7 
(18) 

Is Section V Your Nemesis? by Dr. Rob- 
ert E. Hoskinson, 6-7 (28) 

Is the CPS Examination Content Realis- 
tic? by Dr. Robert E. Hoskinson, 1 
(16) 

Members of the Institute for Certifying 
Secretaries, 10 (6) 

Secretarial Skills, Section V, 1966 CPS 
Examination, 10 (17) 

260 Certified Professional Secretaries in 
1966 ... Total Now 3590, 10 (8) 

Your Scores on the CPS Examination by 
Dr. George Satter, 5 (16) 


DECEMBER, 1966 


COMMUNICATIONS 
“Instant Gifts” and Special Telegraphic 
Services to the Aid of All Secretaries, 
9 (20) 
BR, Public Speaking, 11 (30) 


EDUCATION 
Education! 11 (16) 
Kaleidoscope, 2 (27); 3 (23); 4 (30); 5 
(4); 6-7 (22); 10 (21); 11 (15) 
The Time Is Now editorial by Mrs. Pa- 
tricia King, CPS, 11 (C-2) 


FUTURE SECRETARIES ASSOCIA- 
TION and STUDENT PROJECTS AND 
DEVELOPMENT 

“Big Sister” Secretary Program in Mil- 
waukee, 4 (29) 

Future Secretaries Association by Ellen 
R.Timmons, CPS, and Arlene M. Farn- 
ham, CPS, 9 (4) 

Ten Criteria for Selection of Stenograph- 
ic Students by Dr. Fred S. Cook, 4 (20) 


GRAMMAR AND VOCABULARY 
BR, Practical English, 9 (35) 
Words at Work: by Sarah Montoya,CPS 

Gone but not Forgotten, 11 (22) 
More Protean Words, 3 (18) 
Myths for Millions, 1 (22) 
Protean Words, 2 (18) 

Salt, Secrets, and Such, 5 (19) 
Tense Situations, 4 (37) 

1066 and After, 9 (18) 

Traps for the Unwary, 10 (22) 
Words at Play, 6-7 (36) 


LAW 
A Survey of the General Principles of 
Contract Law by Rita M. Kopp, 2 (22) 
QQ, Contract Law, 2 (30) 


MISCELLANEOUS 

BR, Abroad on Her Own, 9 (35) 

QQ, Business Administration, 6-7 (37) 

BR, Business Data Processing, 10 (28) 

Do You Have This Good Kind of Anx- 
iety About Woman’s Most-Feared 
Threat? 5 (25) 

Changes in Social Security by Roy L. 
Swift, 3 (14) 

QQ, Mailing Procedures, 3 (30) 

BR, Managerial Psychology, 10 (28) 

National Better Record Keeping Month 
by J. Lester Longino, 3 (22) 

Personal Shopping, 9 (34); 10 (29); 11 
(30) 


Postmarked From Our Readers, 2 (31); 
4 (38); 5 (40); 9 (36); 10 (30); 11 (32) 

Put Zip in Your Mail, 3 (20) 

Readership Study, 1 (32) 

Roses Are Red, Violets Are Blue, Secre- 
taries Are Sweet, Carnations Are, Too 
by Harry A. Lazier, 4 (22) 

Secial Security Tax Increases in Janu- 
ary, 1 (10) 

The Meeting Will Come to Order! by 
Anne Mack, CPS, 6-7 (19) 

What’s New, 1 (3); 4 (23); 9 (38); 10 
(28); 11 (30) 


NSA HOME TRUST FUND 


and RETIREMENT 

National Secretaries Association Home 
Trust Fund, 6-7 (18) 

NSA Retirement Home, 3 (12) 

Retirement! 3 (4) 

The Second Career by C. C. Johnson, 
3 (7) 

Trustee Elected, 9 (12) 

Trustees, NSA Home Trust Fund, at 
Home Service Committee Booth, 9 (7) 


NSA INTERNATIONAL 
CONVENTION 1966 

Agenda 21st Annual Convention, 6-7 (6) 

Awards Presented at NSA Convention, 
9 (14) 

Chance Favors the Prepared Mind ed- 
itorial by M. Merle Law, CPS, 6-7 
(C-2) 

Come to Dallas . . 
west, Too, 2 (16) 

Come to Dallas, a City for Shopping and 
Dining, 4 (32) 

Come to Dallas—City of Culture, 3 (27) 

Come to Dallas (pre- and post-Conven- 
tion tours), 1 (25) 

Convention Coordinator, 6-7 (4) 

Convention Meeting Rooms, 6-7 (5) 

Convention Memorial Service, 9 (13) 

Dallas Convention Tours, 4 (36) 

Future Conventions, 6-7, 10, 11 (C-3) 
Hostess Chapter Convention Committee 
Chairmen and Co-Chairmen, 6-7 (4) 
Keynote Address (excerpts) by Eva 

Adams, 9 (7) 

NSA Home Trust Fund Event: Six Flags 
Over Texas, 5 (30) 

NSA Legal Counsel Addressed Conven- 
tion, 9 (12) 

NSA’s 21st Annual Convention Report, 
9 (6) 


. and See the South- 
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Preparation Should Not Be Left to 
Chance editorial by M. Merle Law, 
CPS, 9 (C-2) 

Professional Development Practicums, 4 
(35); 5 (33); 6-7 (11); 9 (14) 

Proposed Business Agenda, 21st Annual 
Convention, 5 (28) 

Registration for 21st Annual Convention, 
5 (28) 

Visit Convention Exhibits, 6-7 (14) 


NSA INTERNATIONAL 
CONVENTION 1967 
Canada: 100 Years of Confederation, 10 
(24) 
Elsie Swartz, CPS, Coordinator of NSA’s 
Convention in Canada, 10 (24) 
1967 International Convention, 10 (24) 
North of the Border . . . Up Canada 
Way, 11 (24) 
QQ, What Do You Know About Can- 
ada? 10 (26) 


NATIONAL SECRETARIES ASSOCIA- 
TION (International), THE 

Canadian Reelected International Presi- 
dent, 9 (1) 

Candidates for International Office, 5 (35) 

Commission on Status of NSA, 9 (13) 

International Board of Directors, 6-7 (1); 
9 (1) 

International Honorary Members, 6-7 
(18) 

International Notes, 5 (34); 6-7 (40); 9 
(33); 11 (4) 

It’s Spring in NSA’s World Too! ed- 
itorial by Mrs. Virginia C. Price, CPS, 
3 (C-2) 

Membership Application Profile Study, 
1 (31) 

Michigan Business Show by Dorothy 
Fritz and Gail E. Wolfe, 9 (26) 

1965-66 International Departments and 
Committees, 6-7 (16) 

NSA Around the World editorial by 
Mrs. Elizabeth Y. Sanderson, CPS, 5 
(C-2) 

Office Show by Audrey O. Kay, 10 (10) 

Past National and International Officers, 
6-7 (14) 

Special Staff, 6-7 (16) 


PERSONAL DEVELOPMENT 
A Sense of Values by Mrs. Jacqueline P. 
Wade, 1 (20) 
The Forward Step by Melba K. House, 
4 (5) 


PROGRAM OF THE YEAR “SECRE- 
TARIES MEET THE PRESS” 
How a Newspaper Story Gets Into Print 
by Robert S. Harms, 1 (7) 
NSA Program Of The Year . 
taries Meet the Press, 1 (4) 
Program Of The Year News, 6-7 (23) 
Secretaries Meet the Press editorial by 
Doris A. Graham, CPS 1 (C-2) 
QQ, The Newspaper Industry, 1 (6) 


. . Secre- 
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To Keep Well Informed by J. M. Mc- 
Clelland, Je. 2 (5) 

When You Meet the Press by Neil R. 
Regeimbal, 1 (12) 


SECRETARIAL DUTIES, PROCE- 
DURES, AND SKILLS 
QQ, Accounting, 9 (37) 
BR, Administrative Office Management, 
9 (35) 
QQ, Business Correspondence, 11 (19) 
BR, Business Etiquette Handbook, 9 (35) 
Give That Typewriter Tender Loving 
Care, 1 (15) 
BR, Handbook of Business Letters, 10 
(28) 
BR, How to Be an Effective Secretary, 
11 (30) 
BR, Medical Secretary’s Manual, 11 (30) 
QQ, Office Management, 5 (21) 
QQ, Secretarial Procedures, 4 (31) 
Secretarial Second Savers, 2 (29); 3 (28); 
4 (23); 5 (30); 6-7 (38); 9 (32); 10 
(16); 11 (29) 


SECRETARIAL PROFESSION 

A Salute to Secretaries by Eugene P. 
Foley, 4 (6) 

How Do We Make It Known? (Defini- 
tion of a Secretary), 2 (3) 

Response and Responsibility by M. Merle 
Law, CPS, 4 (8) 

“Secretarial Associations — Who’s Who 
and What’s What,” 9 (8) 

Secretary Wanted . . . Over 40! 11 (8) 

The Male Secretary by Jim Slaughter, 
4 (26) 

The Modern Secretary—A V. I. P. by J. 
Charles E. Lord, 2 (8) 

Toward Professionalism and Tomorrow’s 
Secretary (excerpts) by Mrs. Margaret 
W. Lawson, CPS, 9 (12) 

Working Your Vacation Can Be Fun! 
by Mrs. Libby Casner, 6-7 (25) 


SECRETARIES 

A Day With Miss Martha E. Cipolla, 
CPS, 11 (20) 

A Day With Miss Doris A. Graham, 
CPS, 2 (20) 

A Day With Mrs. Virginia C. Price, 
CPS, 3 (16) 

Career Secretary Took Her Chances by 
Martha Preston, 5 (14) 

Department of Commerce Silver Medal 
Awarded to Mrs. Winifred Hillyer 
Russell, CPS, 9 (25) 

Memo From San Francisco, Subject: 
Dorine George, 4 (18) 


SECRETARIES—FOREIGN 

Asociacion Argentina de Secretarias, 5 
(27) 

Asociacion de Secretarias Ejecutivas de 
Panama, 5 (10) 

Chateauroux Chapter, NSA, 5 (10) 

Helsinki Chapter, NSA, 5 (8) 

Nassau Affiliate Charter Presented at 


Convention, 9 (14) 


SECRETARIES WEEK 

Charlottesville Chapter’s First Prize Sec- 
retaries Week Float, 4 (16) 

Fifteenth Annual Secretaries Week Ob- 
servance, 4 (4) 

International Secretary Of The Year 
Presents Secretaries Week Poster to 
BEMA President, 4 (16) 

Memo: Red American Beauty Rose Ded- 
icated to Secretaries Week 1966 by 
Charles R. Cadey, 4 (16) 

Secretaries Week: Better Secretaries 
Mean Better Business editorial by Mrs. 
Lenore S. Forti, CPS, 4 (C-2) 

Secretary of Commerce Presented With 
Secretaries Week Poster, 4 (4) 


SECRETARY OF THE YEAR 

Contest Judges, 1966 International Secre- 
tary Of The Year, 6-7 (13) 

Contestants for 1966 International Secre- 
tary Of The Year, 6-7 (12) 

International Secretary Of The Year, 
Mrs. Connie Pendergast, CPS, Houston, 
Texas, 9 (10) 

Meet the Boss of 1965 International Sec- 
retary Of The Year, 6-7 (39) 

The Real Challenge of Being Interna- 
tional Secretary Of The Year by Mrs. 
Margaret W. Lawson, CPS, 5 (22) 


SECRETARY ON THE SPOT, A 

Is Efficiency Enough? 10 (14) 

Miss Dumarr and “Skid Row,” 5 (12) 

Mr. Goodman’s Secretary “Carries the 
Torch,” 6-7 (32) 

The Case of the Missing Receptionist, 4 
(24) 

The Complacent Mrs. Hornsbee, 11 (10) 

Wanted: Girl Friday, 9 (16) 

Reader Solutions to Secretary On The 
Spot Cases, 6-7 (33); 9 (17, 23); 10 
(16); 11 (11, 14) 


SEMINARS, WORKSHOPS, 
MEETINGS 
Developing Interpersonal Competence, 
1966 CPS Seminar, 1, 2 (C-3) 
Developing Interpersonal Competence, 
Report of the 1966 CPS Seminar, 11 (6) 
100 Women for Safety by Mrs. Lenore 
S. Forti, CPS, 1 (18) 
1966 Division Meetings, 3 (32) 
NSA Calendar (District Conferences), 9 
(C-3) 
Report of the Mexico City NSA Sem- 
inar by Mrs. Betty K. Thomae, CPS, 
9 (24) 
Techniques for Executive Secretaries, 
NSA Seminar in Toronto, 11 (25) 
World Council of Secretaries, 5 (6) 


STATUS OF WOMEN 
Status of Women editorial by Dorine 
George, 2 (C-2) 
Room at the Top for the Status of 


Women, 2 (4) 
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